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POSTAL  SERVICE 


PRIVACY  ACT  OF  1974 
System  of  Records  Modification 
Agency:  U.  S.  Postal  Service. 

Action:  Proposed  modification  to  an  existing  system  of  records. 
Summary:  This  document  publishes  certain  proposed  changes  to  the 

Eublished  description  of  the  Postal  Service  system  of  records  entitled, 
ISPS  120.070,  Personnel  Record — General  Personnel  Folders  (Offi¬ 
cial  Personnel  Folder  and  Records  Related  Thereto).  The  effect  of  the 
proposed  changes  from  the  standpoint  of  the  Privacy  Act  would  be  to 
increase  significantly  the  amount  of  information  about  an  employee  to 
which  he  would  have  access  and  which  he  would  be  able  to  correct  or 
challenge. 

Date:  Comments  must  be  received  on  or  before  January  26,  1978. 
Address:  Records  Officer,  U.S.  Postal  Service,  Washington,  D.C. 
20260. 

For  further  information  contact:  Mr.  John  E.  Finlay,  (202)  245-4142. 
Supplementary  Information:  The  published  description  of  USPS 
120.070  appears  in  the  Federal  Register  on  September  30,  1977  (42  FR 
53500). 

Modifications 

The  Postal  Service  believes  that  it  is  necessary  to  make  certain 
modifications  to  its  system  of  records  entitled  USPS  120.070,  Personnel 
Records — General  Personnel  Folders  (Official  Personnel  Folder  and 
Records  Related  Thereto).  These  modifications  are  believed  necessary 
because  the  Postal  Service  is  changing  to  a  new  automated  system,  the 
Form  50,  for  preprocessing  personnel  actions.  The  revis^  system 
description  appears  immediately  after  the  following  changed  items: 
System  location:  Add,  “Personnel  Service  Centers.” 

Storage:  Add,  “Magnetic  tape  and  other  computer  storage  devices.” 
Retrievability:  Add,  “and  social  security  number.” 

Safeguards:  Add,  “also  protected  by  computer  passwords  and  tape 
or  disc  library  physical  security.” 

Retention  and  disposal:  Change  to  read,  “Paper  records  considered 
to  be  permanent  are  maintained  until  employee  is  separated,  then  they 
are  sent  to  the  National  Personnel  Records  Center,  St.  Louis,  for 
storage,  or  to  another  Federal  agency  to  which  the  individual  transfers 
employment.  Paper  records  considered  to  be  temporary  are  destroyed 
two  years  after  creation.  Computerized  records  are  erased  following 
separation  of  the  employee.” 

The  Postal  Service  invites  public  comments  on  the  proposed  modifi¬ 
cations. 

Roger  P.  Craig, 

Deputy  General  Counsel. 

USPS  120.070 

System  name.  Personnel  Records — General  Personnel  Folders  (Official 
Personnel  Folder  and  Records  Related  Thereto). 

Security  location:  Personnel  offices  of  all  USPS  facilities;  St.  Louis 
Personnel  Records  Center;  Personnel  Service  Centers. 

Categories  of  individuals  covered  by  tbe  system:  USPS  employees. 
Categories  of  records  in  the  system:  Applications,  resumes,  promo¬ 
tion/salary  changes  and  other  personnel  actions,  letters  of  commenda- . 
tion,  records  of  disciplinary  action,  health  benefit  and  life  insurance 
elections  and  other  documents  pertinent  to  preemployment,  prior 
Federal  employment  and  current  service  as  prescribed  by  the  Federal 
Personnel  Manual  and  related  USPS  guidelines. 

Authority  for  maintenance  of  the  system:  39  USC  1001  and  39  USC 
1005. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose — Used  by 
administrators  in  Personnel  Offices  and  by  individual  employee  super¬ 
visors  to  perform  routine  personnel  functions. 

Use— 

I.  To  provide  information  to  a  prospective  employer  of  a  USPS 
employee  or  former  USPS  employee. 

2.  To  provide  data  for  the  automated  Central  Personnel  Data  File, 
CPDF,  maintained  by  U.S.  Civil  Service  Commission. 

3.  To  provide  statistical  reports  to  Congress,  agencies,  and  the  public 
on  characteristics  of  the  USPS  work  force. 


4.  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of  an 
employee,  the  letting  of  a  contract,  or  issuance  of  a  license,  grant  or 
other  benefit  to  the  extent  that  the  information  is  relevant  and  neces¬ 
sary. 

5.  To  request  information  from  a  Federal,  state,  or  local  agency 
maintaining  civil,  criminal,  or  other  relevant  enforcement  or  other 
pertinent  information,  such  as  licenses,  if  necessary  to  obtain  relevant 
information  or  other  pertinent  information  to  a  decision  concerning  the 
hiring  of  an  employee,  the  issuance  of  a  security  clearance,  the  letting 
of  a  contract,  or  the  issuance  of  a  license,  grant,  or  other  l^nefit. 

6.  To  refer,  where  there  is  an  indication  of  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature,  to  the 
appropriate  agency,  whether  Federal,  state,  or  local  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  the  statute,  or  rule,  regulation,  or 
other  issues  pursuant  thereto.' 

7.  To  provide  data  for  the  compilation  of  a  local  seniority  list  that  is 
used  by  management  to  make  decisions  pertaining  to  appointment  and 
assignments  among  craft  personnel.  The  list  is  posted  in  local  facilities 
where  it  may  be  reviewed  by  USPS  employees. 

8.  Transfer  to  the  CSC  upon  retirement  of  an  employee  for  process¬ 
ing  retirement  benefits. 

9.  May  be  disclosed  to  the  Office  of  Management  and  Budget  in 
connection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  No.  A-19  at  any  stage  of  the  legislative  coordination 
and  clearance  process  as  set  forth  in  that  Circular. 

10.  Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individu^  in  response  to  an  inquiry  from  the  congression¬ 
al  office  made  at  the  request  of  that  individual. 

11.  Disclosure  may  be  made  from  the  record  of  an  individual,  where 
pertinent,  in  any  legal  proceeding  to  which  the  Postal  Service  is  a 
party  before  a  court  or  administrative  body. 

12.  Pursuant  to  the  National  Labor  Relations  Act,  records  from  this 
system  may  be  furnished  to  a  labor  organization  upon  its  requests  when 
needed  by  that  organization  to  perform  properly  its  duties  as  the 
collective  bargaining  representative  of  postal  employees  in  an  appro¬ 
priate  bargaining  unit. 

13.  Disclosure  of  relevant  and  necessary  information  pertaining  to  an 
employee’s  participation  in  health,  life  insurance  and  retirement  pro¬ 
grams  may  be  made  to  the  Civil  Service  Commission  and  private 
carriers  for  the  provision  of  related  benefits  to  the  participant  (also  see 
USPS  050.020). 

14.  Information  contained  in  this  system  of  records  may  be  disclosed 
to  an  authorized  investigator  appointed  by  the  United  States  Civil 
Service  Commission  upon  his  request,  when  that  investigator  is  proper¬ 
ly  engaged  in  the  investigation  of  a  formal  complaint  of  discrimination 
filed  against  the  U.S.  Postal  Service  under  CFR  713  and  the  contents 
of  the  requested  record  are  needed  by  the  investigator  in  the  perfor¬ 
mance  of  his  duty  to  investigate  a  discrimination  issue  involved  in  the 
complaint. 

15.  Inactive  folders  are  transferred  to  the  GSA  National  Personnel 
Records  Center  for.  permanent  storage. 

Storage:  Paper  files,  preprinted  forms.  Official  Personnel  Folders, 
magnetic  tape  and  other  computer  storage  devices. 

Retrievability:  Employee  name,  location  of  employment,  and  social 
security  number. 

Safeguards:  Folders  are  maintained  in  locked  cabinets  to  which  only 
authorized  personnel  have  access.  Automated  information  is  protected 
by  computer  passwords  and  tape  or  disk  libraiy  physical  security. 

Retention  and  disposal:  Paper  records  considered  to  be  permanent 
are  maintained  until  employee  is  separated,  then  they  are  sent  to  the 
National  Personnel  Records  Center,  St.  Louis,  for  storage,  or  to 
another  Federal  agency  to  which  the  individual  transfers  employment. 
Paper  records  considered  to  be  temporary  are  destroyed  two  years 
after  creation.  Computerized  records  are  erased  following  separation 
of  the  employee. 

System  managerfs)  and  address:  APMG,  Employee  Relations  De¬ 
partment,  Headquarters. 

Notification  procedure:  Employees  wishing  to  gain  access  to  their 
Official  Personnel  Folder  should  write  to  the  facility  head  where 
employed.  Headquarters  employees  should  submit  requests  to  the 
System  Manager,  former  employees  should  submit  requests  to  any 
Postal  Service  personnel  officer,  giving  name,  date  of  birth,  social 
security  nunriber. 

Record  access  procedures:  See  Notification  Procedure  above. 
Contesting  record  procedures:  See  Notification  Procedure  above. 
Record  source  cat^ories:  Individual  employee,  personal  references, 
former  employers  and  USPS  050.020  (Finance  Records — Payroll 
System). 
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